NEBRASKA

Good Life. Great Opportunity. A mp”.Fund

DEPT. OF ECONOMIC DEVELOPMENT

Academic R&D — Reporting: Forms & Performance
Reporting Periods

Applicable to the following Programs: Academic R&D Phase |, Academic R&D Phase Il

Browser: Log into AmpliFund, https://ne.amplifund.com using Google Chrome, Mozilla Firefox, or Microsoft Edge.

Summary

Annually, you will complete a Performance Reporting Period. (Two Performance Reporting Periods total, a mid-
project update and at the end of the project.)

At the end of your project, you will also complete a final report form. After completion of your final report, you will
submit your final payment request.

2. Create Performance 3. 'Close' Performance
Reporting Period Reporting Period

1. Create
Achievements

4. Mark Performance
Tracking Period Task as

5. Create & Complete 6. Create & Submit
'Complete’

Form Final Payment Request

Performance Reporting Periods

Achievements

You will add achievements to each Performance Plan Goal. Achievements are how the progress of each goal is
tracked.

Award Screen > Post-Award (tab) > Performance > Performance Plan

Details  Analytics = Post-Award v  Tools = Custom

DED Der ™" jard Details

Performance » Performance Plan
I Award Statu Cash Flow » Performance Strategies

Management »:D Demo

Re Settings isic LLC (TEST)

Click the green goal name to view more detail.
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Creating Achievements

1. Create 2. Create Performance 3. 'Close' Performance
Achievements Reporting Period Reporting Period

4. Mark Performance

Trackirl1g Period 'Il'ask E 5. Create & Complete 6. Create & Submit
Complete Form Final Payment Request

To create an achievement, click the Achievement icon next to the goal name.

k4

Next click the + icon (top right) to add an Achievement.

8 i)

For all achievements created, make sure the Achievement Date is within the Performance Reporting Period.

Complete the Create Achievement screen (additional instructions below) and click Create.

After creation, if you need to edit your achievement, click the Pencil icon next to the Achievement Date, edit the
achievement and click Save.

If you need to delete your achievement, click the Trash icon next to the Achievement Date.

'

After creating an achievement, click Performance Plan at the top of your screen to view all goals again.

Performance Plan

Example: Numeric - Achievements

Achievement Date v | MNumber Achieved
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Narrative - Goal Types

AmpliFund~

Create Achievement

Grant

Goal Type
Goal
Description

Responsible
Individual

Achievement
Date

Question

Answer*®

Complete

Notes

Upload File(s)

DED Demno
MNarrative
Example: Narrative

More information on the Narrative goal

John Doe

341172021

How and what you should respond in the Answer field.

n Choose file(s)

Achievement Date: Date needs to be during the time period of the Reporting Period.

Answer: [Enter response based on the Question]

Complete — [Do not check this unless the Goal is done]

Notes: Optional.

Upload File(s): Optional.
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Numeric - Goal Types
Create Achievement

Grant  DED Demo
Goal Type  Numeric
Goal  Example: Numeric
Description  More information on the Numeric goal

Responsible

hn D
Individual John Doe

Achievement
e
- 31142021

Mumber to be
Achieved

MNumber
Achieved

Notes

Upload Filels) u Choose filels)

Achievement Date: Date needs to be during the time period of the Reporting Period.
Number Achieved: [Enter current number]
Notes: Optional.

Upload File(s): Optional.

Page 4 of 12
06/28/2021 Additional Resources: FAQ - https://opportunity.nebraska.gov/amplifund/#award-management



https://opportunity.nebraska.gov/amplifund/#award-management

NEBRASKA

Good Life. Great Opportunity.

DEPT. OF ECONOMIC DEVELOPMENT

AmpliFund~

Percent Achieved — Goal Types

Create Achievement

Grant

Goal Type

Goal

Description

Responsible
Individual

Achievement
Date

Desired Percent

Total Possible

Toral Achieved

Percent Achieved

Notes

Upload File(s)

DED Demo
Percent Achieved
Example: Percent Achieved

Increased to a desired percentage.

John Doe

341142021
75.00%

0.00

0.00

u Choose file(s)

Achievement Date: Date needs to be during the time period of the Reporting Period.

Total Possible: [Enter number, this is the denominator for the Percent Achieved]

Total Achieved: [Enter number, this is the numerator for the Percent Achieved]

Percent Achieved: Automatically calculates = Total Achieved / Total Possible.

Notes: Optional.

Upload File(s): Optional.
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Percent Changed — Goal Types

Create Achievement

Grant

Goal Type
Goal
Description

Responsible
Individual

Achievement
Date

Desired Percent

Tatal Possible

Total Achieved

Percent Achieved

Notes

Upload File(s)

DED Demo
Percentage Changed
Example: Percentage Change

Going from a current percentage to a desired percentage.

John Doe

3/11/2021
80.00%

0.00

0.00

u Choose file(s)

Achievement Date: Date needs to be during the time period of the Reporting Period.

Total Possible: [Enter number, this is the denominator for the Percent Achieved]

Total Achieved: [Enter number, this is the numerator for the Percent Achieved]

Percent Achieved: Automatically calculates = Total Achieved / Total Possible

Notes: Optional.

Upload File(s): Optional.
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Milestone - Goal Types

Create Achievement
Grant  DED Demo
Goal Type  Milestone
Goal  Example: Milestone

Description

Responsible
Individual

Achievermnent

Maore information on the Milestone goal

John Doe

3/11/2021

Date

Complete [

Motes

Upload File(s) u Choose file(s)

Create Cancel

Achievement Date: Date needs to be during the time period of the Reporting Period.

Complete: [Do not check this unless the Goal is done]
Notes: [Enter progress description of milestone]
Upload File(s): Optional.

Create Reporting Period

2. Create Performance
Reporting Period

1. Create
Achievements

3. 'Close' Performance

Reporting Period

4. Mark Performance
Tracking Period Task as
‘Complete’

5. Create & Complete
Form

6. Create & Submit

Final Payment Request

After Achievements have been created, you are ready to create a Performance Reporting Period.

06/28/2021
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Reporting Periods can be accessed in two ways:

1. Activity (left navigation) > Reporting Periods
2. Award Screen > Post-Award (tab) > Management > Reporting Periods

Details  Analytics  Post-Award w  Tools Custom =

DED Der ™" ard Details

Performance »

Cash Flow »

I Award Statu

Management » Reporting Periods

Re Settings » Amendments

Click the + icon (top right) to start a Reporting Period.
8i@®
Select Achievements, the Time Period for the report, and click Save.

NOTE: This selected Time Period are the dates the achievements needs to be between (Achievement Date).
Reporting Periods

Which grant would you like this closeout to apply to?

CED Demo

What types of reporting periods would you like to include?

Expenses

[ Achievements

What period of time would you like to close?

Selectatime period... ’T

If you need to edit this Reporting Period, click Save in the bottom right, go back to your Achievements and
add/edit them, then come back to Reporting Periods. After selecting this open Reporting Period, it will
automatically update as long as your edits were Achievements within this Reporting Period date range.

Number of Goals with No Achievements: This will show how many goals do not have an Achievement within
this Reporting Period Date Range. It should be 0 unless you have milestone or narrative goals that you have
marked as ‘Complete’ which you no longer need to enter additional Achievements.

Comments: Optional. (Enter why you didn’t enter Achievements on certain Goals)

Attach Documentation: Optional.
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I Overall Achievements Details

Number of Goals with No

AmpliFund~

Last Reporting Period | marked a
milestone Achievement as ‘Complete’, so

; 1 <
Achievements

Comments

this Reporting Period | didn’t add another
Achievement to that Goal.

Attach

Documentation

Artach Documentation

u Choose afile @

Achievements Analytics show how many achievements are associated for each goal during your Reporting Period
(not the complete contract time period). If there is a 0, that means no achievement was entered during this Reporting

Period (date range) for that Goal.

I Achievements Analytics

Goal
Example: Narrative
Example: Numeric

Example: Milestone

List the 5 Goals on
Performance Plan.

Example: Percent Achieved

Example: Percentage Change

Type # of Achievements Period to Date
Narrative 1
Numeric Goal 1
. Here is the Goal that was marked
‘Complete’ last Reporting Period.
Percentage Achieved 1
Percentage Change 1

In the Achievement Closeout section, leave the ‘Select All' selected. This is ‘closing’ out your achievements
associating them to this Reporting Period. The achievements can no longer be edited after being ‘closed’.

I Achievements Closeout

Select Al

I Achievements Closeout

Select Alll¥]

Select Goal Goal Type Description

i Example: Narrative Narrative
p

& Example: Numeric Numeric Goal

%} Example: Percent Achieved

Percentage Achieved

Example: Percentage Change Percentage Change

More information an the Narrative goal

More information on the Numeric goal

Increased to a desired percentage.

Going from & current percentage to a desired percentage.

Last Achievement
1073172021

11/01/2021

List the 4 Goals with
Achievements.

10/01/2021

0972772021

If you are ready to submit to DED, click Close (Submit). If you are not ready to submit, click Save.

Cancel Close Save

To see all Reporting Periods, go to: Award Screen > Post-Award > Management > Reporting Periods

06/28/2021
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If you had a ‘Saved’ Reporting Period, this is where you would go to come back, click on it, and ‘Close’ it.

The Achievements in a ‘Closed’ Reporting Period cannot be edited.

Marking Tasks Complete

1. Create 2. Create Performance 3. 'Close' Performance
Achievements Reporting Period Reporting Period

4. Mark Performance

Tracki?g Period 'I"ask as 5. Create & Complete 6. Create & Submit
Complete Form Final Payment Request

After completing your reporting now you can mark your Task as complete.

Login to AmpliFund > Grant Management (left navigation) > Grants > [Choose Your Grant] > Tools (tab) > Tasks

Details  Analytics  Post-Award v  Tools »  Custom w

DED Demo - Aw ™™™ ails

Tasks
I Award Status

Documents

Name DE pgtes

There are 3 ways to mark a Task as complete:

1. Select the specific Task and use the Mark as Complete checkmark icon under Actions.

Actions
~| Select All MName ~ Respensible Individual
@ Performance Tracking Period Due - DED Demo # W v JohnDoe

2. Click the Checkmark icon on the Task row.
Actions
Sov
Select All MName ~ Responsible Individual

Performance Tracking Period Due - DED Demo ra m@ John Doe

3. Click into the Task Name to see the description, and click the Mark as Complete checkmark icon in the
top right corner.
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8ig@ow
After marking the Task as complete, the Task Status will be “Completed”.

Forms

2. Create Performance 3. 'Close' Performance
Reporting Period Reporting Period

1. Create
Achievements

4. Mark Performance
Tracking Period Task as
'Complete’

5. Create & Complete 6. Create & Submit
Form Final Payment Request

You will complete the following form at the end of your project based on your program:

e Academic R&D Phase | Final Report
e Academic R&D Phase Il Final Report

To navigate to forms:

Login to AmpliFund > Grant Management (left navigation) > Grants > [Choose Your Grant] > Custom (tab) >
[Select Form]

Details  Analytics  Post-Award v+  Tools v  Custom w

D E D De m o _ Awa rd [ External User Consent (3rd Party)

State of Nebraska W9 and ACH Enrollment Form

I Award Status Academic R&D Phase # Final Report

Click the + icon in the top right.

8i(Mae

Complete the form.

When you are done, click Create in the bottom right.

After creation if you need to edit the form, click the Pencil icon in the row of the form.

II
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After your edits are made, click Save at the bottom right side of your screen.

Sawve Cancel

Final Payment Request

1. Create 2. Create Performance
Achievements Reporting Period

3. 'Close' Performance
Reporting Period

4. Mark Performance
Tracking Period Task as 5. Create & Complete
'Complete’ Form

6. Create & Submit
Final Payment Request

After your final Performance Reporting Period and Form have been submitted, create and submit your final

Payment Request using your normal Payment Request User Guide.
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